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• The SF City Partner Is the Go-To Site for City 
Bidders/Suppliers

• What’s the Difference Between a Bidder and a Supplier 

• Steps to Become a Registered Bidder

• Steps to Become a Fully Compliant Supplier

• Complete a San Francisco Business Tax Registration

• Complete a 12B Equal Benefits Declaration

• Supplier Account Maintenance

• Contact Information
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The SF City Partner Website Is the Go-To Site for City Bidders/Suppliers
The URL for this site is https://sfcitypartner.sfgov.org/pages/index.aspx

This is where you click 
to Log In or to Register 
as a New Bidder

You can also click here 
to Register as a New 
Bidder

This is where you click 
to find Contact info, 
FAQs, Training/Job 
Aids, and directions on 
How to Become a City 
Supplier. 

This is where 
you click to 
view City Bid 
Opportunities
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What’s the Difference Between a Bidder and a Supplier 
The City Has 2 Main Vendor Statuses 

General Public Registered Bidder Fully Compliant Supplier

• Can view nearly all the 
pages on the SF City 
Partner website

• Can even see some basic 
info on bid 
opportunities…but…

• Cannot log in nor submit 
any bids

• Can view and bid on City 
business…but…

• Cannot be fully awarded 
any City business

• Can view, bid, and be 
fully awarded City 
business

You need to become 
a Fully Compliant 

Supplier before you 
can be awarded City 

business!

1) To become a 
Registered Bidder, you 
will need to complete a 
short registration form 

(10-15 minutes)

2) After becoming a 
Registered Bidder, you 
can follow the steps to 

become a Fully 
Compliant Supplier

Becoming a Supplier to the City Is a Two-Tier Process:
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What’s the Difference Between a Bidder and a Supplier 
What’s the Difference Between a Bidder and a Supplier 

The Process of 
Becoming a Bidder 
and then a 
Supplier Is on the 
SF City Partner 
Website



• The SF City Partner Is the Go-To Site for City 
Bidders/Suppliers

• What’s the Difference Between a Bidder and a Supplier 

• Steps to Become a Registered Bidder 

• Steps to Become a Fully Compliant Supplier

• Complete a San Francisco Business Tax Registration

• Complete a 12B Equal Benefits Declaration

• Supplier Account Maintenance

• Contact Information
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Steps to Become a Registered Bidder 
Start the Process at the SF City Partner Site
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Steps to Become a Registered Bidder 
Complete Step 1
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Steps to Become a Registered Bidder 
Complete Step 2

If you are registering as a JV:
- Each JV owner must already 

be a Bidder or Supplier
- You will need to indicate who 

the owners of the JV are and 
their ownership percentages
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Steps to Become a Registered Bidder 
Complete Step 3



14
CITY & COUNTY OF SAN FRANCISCO 

OFFICE OF THE CONTROLLER 

SYSTEMS DIVISION
How to Become a Supplier

Steps to Become a Registered Bidder 
Complete Step 4
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Steps to Become a Registered Bidder 
Complete Step 5

This link gives access to a list of NIGP codes: 
• Product codes go from 00500 to 89800
• Service codes go from 90500 to 99800

Entering your NIGP codes here will help the system automatically notify 
you of any public bid opportunities for the goods/service you provide
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Steps to Become a Registered Bidder 
Complete Step 6
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Steps to Become a Registered Bidder 
What Happens After I Finishing My Bidder Registration? – 1st Email

After Submitting 
your Bidder 
Registration Form, 
you will receive 
two emails. The 
first email confirms 
that you have 
completed this 
registration 
process.

You now have 
a Bidder 
Account 
number
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Steps to Become a Registered Bidder 
What Happens After I Finishing My Bidder Registration? – 2nd Email

The second email gives a 
temporary password and 
instructions on how to 
move forward. Please 
note that this temporary 
password will only be 
good for 24 hours.
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Steps to Become a Registered Bidder 
The First Time Logging In

The first time you log 
in, you will first need to 
set up your MFA 
security. 

1 2 3

You will then need to 
log in again to change 
your password. 

You will then need to log in again, where you will land on 
a “MyApps” page. Click the one icon on this page to go to 
the SF City Partner website.



• The SF City Partner Is the Go-To Site for City 
Bidders/Suppliers

• What’s the Difference Between a Bidder and a Supplier

• Steps to Become a Registered Bidder 

• Steps to Become a Fully Compliant Supplier

• Complete a San Francisco Business Tax Registration

• Complete a 12B Equal Benefits Declaration

• Supplier Account Maintenance

• Contact Information

How to Become a Supplier
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Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration

After becoming a Registered Bidder, you can then go through the steps to become a 
Fully Compliant Supplier. 
• First complete a San Francisco Business Tax Registration
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Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration
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Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration
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Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration
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Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration
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Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration

After you have completed your San Francisco Business Tax Registration:
• It generally takes a few business days for your tax registration to be processed.
• You will then receive an email indicating that you now have a Supplier account 

although you will still need to attend to your 12B Declaration status. 

You now have 
a Supplier 
Account 
number
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Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration

The Treasurer & Tax Collector Help Center can be 
accessed via https://sftreasurer.org/help-center or 
via 311 (or 415-701-2311). 

https://sftreasurer.org/help-center
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Steps to Become a Fully Compliant Supplier
Next, Attend to Your 12B Declaration 

Chapter 12B of the Administrative Code requires that all Suppliers to the City and County of San Francisco administer benefits equally to 
employees with domestic partners and employees with spouses.
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Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration 

“############”
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Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration 

B000012345

Bidder Name

Fill in, Save, and fully Submit the 
12B Declaration form.
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Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

Your Tax ID Number (SS#) 
will be auto-populated 
based on your Bidder 
Registration form. 

Be sure to mark a 
checkbox showing your 
main Address/Contact in 
both the Address 
Information and Contact 
Information sections
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Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration
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Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration
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Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

When you have completed 
your 12B Declaration, 1) 
click “Save”, then 2) print or 
download a copy of your 
12B Declaration for your 
records, and finally 3) click 
“Submit” to submit your 
12B Declaration so that it 
can be processed.

Please note that your 12B 
Compliance should be 
updated every three years.
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Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

The Equal Benefits Unit of the Contract Monitoring Division will notify you by email when they have 
made a compliance determination.

Questions about the 12B compliance process can be directed to the Equal Benefits Unit as follows:

City and County of San Francisco
Office of the City Administrator – Contract Monitoring Division
Equal Benefits Program
1155 Market Street, 4th Floor
San Francisco, CA 94103
(415) 581-2310
CMD.EqualBenefits@sfgov.org

Please Note: The Equal Benefits team is currently working from home. Therefore, the best way to reach 
them is via email.

mailto:CMD.EqualBenefits@sfgov.org


• The SF City Partner Is the Go-To Site for City 
Bidders/Suppliers

• What’s the Difference Between a Bidder and a Supplier

• Steps to Become a Registered Bidder 

• Steps to Become a Fully Compliant Supplier

• Complete a San Francisco Business Tax Registration

• Complete a 12B Equal Benefits Declaration

• Supplier Account Maintenance

• Contact Information

How to Become a Supplier
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Supplier Account Maintenance
The Supplier Status Section

Once your Supplier Account is set up, you will need to maintain key data on your account
- Certain Issues with Your Account’s Status Will Be Flagged in the Supplier Status Section

Tax Registration 
• This box will be reddish if your Tax Registration has issues 

or has an approaching expiration.
• If there are issues, you will find directions here on how to 

address your issue. 
• This box will be green if your Tax Status is fine.

12B Declaration
• This box will be reddish if your 12B Declaration has issues 

or has an approaching expiration. 
• If there are issues, you will find directions here on how to 

address your issue. 
• This box will be green if your 12B Status is fine.

This entire section will be hidden if you have no Tax 
Registration, 12B Declaration, or 12X Headquarters issues. 
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Supplier Account Maintenance
Self-Service Maintenance

Most account data needs to maintained by you on a self-service basis:
• User Profiles (Log-On Access): If your login has Administrator access, you 

can create new login accounts for your Supplier account or lock out logins 
to your Supplier account.

• Contacts: Contact listings tell the City who we can contact at your 
organization for account issues, to notify you of bid opportunities, etc. You 
can add/edit your Contact listings. 

• Addresses: You can add new addresses to your Supplier account on a self-
service basis. 

• My Categories & Alerts: You can add/edit the NIGP code listings of what 
goods/services you provide.

• Enroll in ACH Payments: You can enroll to be paid by the City via electronic 
payments. This leads to a registration process with Paymode, our ACH 
provider.

• Change Password/MFA: You can change your password and/or MFA security 
setup.

Certain account changes have to be requested instead through the use of the 
Request Account Changes link including the following:
• Changing/Inactivating an Address
• Marking a Contact as Invalid

You can file 12B Declaration and 14B LBE Certifications on a self-service basis
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Supplier Account Maintenance
Job Aids Are Available
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Supplier Account Maintenance
Compliance with Laws/Ordinances – SF City Partner Website

The Become a Supplier page on 
the SF City Partner website has 
information/links for other 
forms and requirements that 
you may need/want to fill in, 
depending on the status of 
your business and the 
nature/volume of your 
business with the City
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Supplier Account Maintenance
Compliance with Laws/Ordinances - CMD

The Contract Monitoring Division (CMD) website also has links to resources and ordinances related to the 12B 
Equal Benefits Declaration and 14B LBE Certification programs:

12B Equal Benefits Forms & Resources
https://sfgov.org/cmd//forms-resources

14B LBE Certification Forms & Resources
https://sfgov.org/cmd//resources-1

CMD also offers a free monthly webinar on the 1st Wednesday of each month at 10:00 AM about 12B 
Compliance and Becoming a City Supplier and 14B LBE Certification Eligibility and Benefits. 

For further information, you can reach out to:
12B Equal Benefits Compliance at cmd.equalbenefits@sfgov.org
14B LBE Certification at lbecert@sfgov.org

https://sfgov.org/cmd/forms-resources
https://sfgov.org/cmd/resources-1
mailto:cmd.equalbenefits@sfgov.org
mailto:lbecert@sfgov.org
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Supplier Account Maintenance
Compliance with Laws/Ordinances - TTX

The Treasurer & Tax Collector Help Center can be 
accessed via https://sftreasurer.org/help-center or 
via 311 (or 415-701-2311). 

https://sftreasurer.org/help-center
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Supplier Account Maintenance
Compliance with Laws/Ordinances - OLSE

San Francisco Labor Laws for City Contractors

Minimum Compensation Ordinance (MCO)
https://sfgov.org/olse//minimum-compensation-ordinance-mco
mco@sfgov.org  (415) 554-7903

Health Care Accountability Ordinance (HCAO)
https://sfgov.org/olse//health-care-accountability-ordinance-hcao
hcao@sfgov.org  (415) 554-7903

Fair Chance Ordinance (FCO)
https://sfgov.org/olse/fair-chance-ordinance-fco
fco@sfgov.org  (415) 554-5192

Consideration of Salary History
https://sfgov.org/olse//consideration-salary-history
salaryhistory@sfgov.org (415) 554-6469

https://sfgov.org/olse/minimum-compensation-ordinance-mco
https://sfgov.org/olse/health-care-accountability-ordinance-hcao
https://sfgov.org/olse/fair-chance-ordinance-fco
https://sfgov.org/olse/consideration-salary-history
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Contact Information
Our User Support Team Is Available to Help!

Live support is available 
on workdays from 8:30 
AM – 5:00 PM via phone 
and/or email

We have screen-sharing 
technology that can be 
used by a User Support 
agent 

You can file a User Ticket 


